
 
 
Director’s Assistant - Job Specification 

 
About Parasol unit 
Parasol unit foundation for contemporary art is a dynamic not-for-profit exhibition space devoted to 
promoting contemporary art for the benefit of the public. The core activity of Parasol unit is an outstanding 
exhibition programme which shows innovative and thought-provoking work by international contemporary 
artists. Each year, Parasol unit delivers four exhibitions in various media, for which some works might be 
specifically commissioned. Exhibitions are generally accompanied by an academic publication that is 
distributed worldwide, together with a carefully tailored programme of educational events. Parasol unit 
delivers additional projects alongside its main exhibition programme. 

 
Overview 
The foundation seeks an experienced and dynamic Director’s Assistant, with excellent verbal and written 
communication skills (in English), a high level of computer literacy, along with administrative and 
organisational competence. As well as acting as personal assistant to the foundation's Director/Curator, the 
successful candidate will undertake various ad-hoc duties where necessary to ensure the success of the 
foundation. 
 
Parasol unit is looking for a highly committed individual who is flexible, reliable and discrete and has 
extensive experience working in a similar role as detailed in this document. The ideal candidate will have an 
excellent understanding and interest in the art world, a calm and methodical approach to their work, the 
ability to respect confidentiality with the upmost sincerity, the confidence to exercise initiative, work 
independently and under pressure. Above all will be someone who can work within a small and friendly 
team, have a sense of good spirit and most importantly be a team player. 
 
Besides working with the Director/Curator, the position will also have close interaction with the Operations 
Manager, Exhibitions Coordinator, and Gallery Manager, and therefore will be required to multi-task across 
various departments while maintaining a high-standard of work for the Director/Curator at all times. 

 
Main responsibilities 

 coordinating the Director’s diary, booking meetings, preparing meeting room 
 booking Director’s travel arrangements related to the foundation 
 responding to e-mails, letters and telephone enquiries as directed 
 preparing presentations for the Director when required 

 
Administration and general duties 

 supporting the Operations Manager in various administration matters as required, including 
preparation of the Board Packs and room for Board Meetings 

 supporting the Exhibitions Coordinator and Gallery Manager with exhibitions 
 ordering general stationery, supplies and groceries for the office  
 organising travel and accommodation for artists and other visitors when and if required 
 acting as initial point of contact for general enquiries for the foundation and Director/Curator 
 alternate with colleagues taking turns writing minutes for weekly office meetings 
 assist with and work all private views and events as instructed 

 
Skills and experience required 

 respectful of and discretion with private and confidential information at all times 
 a professional approach to work, demeanour and appearance 
 a good understanding of the contemporary art world 
 familiarity with working in a creative environment 
 solid relevant experience working in a similar role in a fine art gallery/institution 



 
 

 excellent administrative and organisational skills with precision and methodical and accurate 
approach to work, including the ability to prioritise multiple tasks while maintaining excellent 
attention to detail 

 superior command of the English language and grammar (written, spoken and reading) 
 a professional telephone manner 
 proficiency with Microsoft Office programmes and Windows platform 
 good numerical skills 
 ability to deal tactfully and diplomatically with a wide range of people, including Trustees and 

Friends of Parasol unit, donors, sponsors, artists, lenders and external contractors, etc. 
 ability to use initiative and think creatively 
 ability to work effectively within a small team and meet tight deadlines 
 highly motivated  
 team player 

 
Terms 
Hours: full-time, five days per week, eight hours a day (9am-6pm, including 1 hour lunch break). 
 
Flexibility and attendance is expected in respect of deadlines, exhibition installations, openings and events, 
with a minimum attendance of 10 Parasol unit events throughout each year. There is a requirement of 
working one or two Saturdays per month when exhibitions are on view. These will be compensated by the 
following Mondays.  
 
Annual leave: 20 days p.a. plus public holidays. Holidays to be taken between May and August bank 
holidays, during the week before/after Christmas through the New Year bank holiday, and up to five days 
can be taken during the rest of the year. However, this should not be at critical times within a week before 
or after exhibition openings/major events, nor during the month of September. For every two years of 
service, one additional day of holiday will be added up to a maximum of 25 days p.a. 
 
Salary: Competitive market salary, depending on experience. 
The role is a two-year fixed-term position with the possibility of renewal. 
 
To apply 
Please send a completed application form (available to download from the website) detailing your previous 
experience and suitability for the role to: opportunities@parasol-unit.org or by post to Parasol unit, 14 
Wharf Road, London N1 7RW 
 
Deadline: We will interview on a rolling basis as applications arrive, with an aim to have the position filled 
by 20 February 2018. (NB Due to the high number of applications, only successful candidates will be 
contacted about their application.) 
 
London, 16 January 2018 
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